) OFFICE OF THE SECRETARY OF STIATE :
APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFiCE OF THE SECR e A O neTORY
i _ [ o __RECORDS MANAGEMENT DIVISION
! INSTRUCTIONS: See Publication No. 76-RM-—1 for instructions on completlng thls form. Forward stgnéd onginal to
; Department of Archives and History, Records Management Division, 330 Capitol Avenfue Atlanta Georgia, 30334,
‘ Atten'uon Scheduling Section. ' L
| FORAGENCY USE 1. Agency Address . [ FOR RECORDS MANAGEMENT USE___
Application Date . | Public Service Commission Application Number
i Motor Carrier Certification and 80 - 2 '] 7
i Appiication Number ~~ 7" 7| Enforcement Division, Suite 1215 [Date Received  Date Completed
f 1001 International Boulevard MAY 12 1980 l:]UN 2 3 1980
ez oo+ Hapewllle, Georgla 30354 - o o ——e L [
2. Person to Contact Working Title Telephone Number
JE _Nora Blair __ . _ ____ Accounting Technician = . .. . _761-2827 |
3. Action Requested
a. XX Establish Retention Schedufa record will continue to accumulate.
. b [) Dispose of present accumulation; no further accumutation anticipated.
' ¢, 0O Amend ApplicationNo, ___ ... _.___ Check One; [] Change; [ Supercede; 00 Void _ i ]
. 4. Dates of Series 5. Records Serles Title (followed by title used in office, if different)
Earliest Latest ;o
_FY67 | to date [  BANK STATEMENIS AND CANCELLED CHECKS FILE S
6 Division and Office | Funcnon VWhat is the function of the Division and the Office in which this record series is created?

The Motor Carrier Certification and Enforcement Division is responsible for administer-
ing the Georgia laws requiring "for hire" motor carriers to obtain Certificate of
Public Convenience and Neccessity where intrastate operations are involved; registers
and collects prescribed fees for all vehicles operated under such Certificates; files
evidence of liability and cargo insurance coverage; identifies vehicles and files

: tariff naming rates and changes. Also, the Division receives, processes and assigns

‘ for public hearigg before the Commission, all applications for such Certificates.

1

7. Record Senes Descnptlon Thls flie oontalns the folfoMog documents (mciude form numbers and titles, i any}

Attach sarr%sg'f‘the file.
Documents relating to: refunding fee enied certificates or reissued or duplicate stamps.

Included are: monthly bank statemerits ar:id cancelled checks
~ ‘\:’ <
File is arragged: chronologically by date statement received. . e
‘8. Monthly Referenice Rate How often are records referred to which are:’ T e
One to six months old bj.!l\ kz‘_ Seven to twelve months old .M‘\\\i\i-e\ Thirteen to twenty- four months old €4 LMA»(
__twehty-fivemonthsandolder ) . .2
9. Annual Rate 6f Accumulation of Reoords ‘
Letter-size drawers . .7} el rize draWers — Shelves _; Other (speafy} ] -Qo [d e 3&[‘?
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YES | NO ] 10. Questlonnalre {Place an_ ”X" n the proper column) 7 .

x . Is this the offumal copy of the series?
1f not, where is it?

e i e e T TEEREIL, = e = time < em e St ot B3 - ¢ e . e e e e e .

b. Does the series contain cdnfldentual mformatlon requmng security handllng? If yes, cite law or regulation. )\
.ot
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X Is this a vital record? - o . e
e d Does this series have hg.g'orlcal or long termt research valge? f 'ﬁ_ e
X . When one or two documents in the file make it necessary to keep the entire file for a Ip_ng period, cou!d these
documents be scheduled separately? ke e ——
1 x ] forma ntained in_this series ever published? If yes, attach oogyg,____ e ]
w for mQSﬂamed in this series ever analyzed and/or recorded in a summarized report?
X ——_Af yes, attach copy, _to State Department of Audits . __ _ . o
h. Is there a duplication of this series in your office, or in another office or agency?
X _|f yes, where? _ e et e e e e e
!___ S S m;a;r,&s,mra major poruan_of itl regularly. mjcmfrlmed? — . e
(- X 1 j. Does the record series result in a computer printout? . . - e et
11. Retention Requirements f The following requires the series to be kept
, State ' '
a. State Law —_— e 2 YBATS, d. Audit period 1. __years.
b. Statute of limitation e YRS, e. Administrative need 1 years,
c. Federal law — e __years, f. Federal retention instructions ___ . - ___years,

Attach copy or excert of laws or regulations. Explain administrative need.

i

12, A;pi';)ved *D‘isposit_io—n“i;st':t;&ions This agencx} ‘recommends that the file serles be cut off at the end of each:

1 Calendar Year; XX Fiscal Year; {J Other B . ._then,
X Hoid in_the‘cu'rrent files area — ——_monthi{s) __ .1 ____vyear(s):xtmxor until State audit is cdmpleted,
O Transfer to local holding area; hold _______ ____vyear(s); then whichever is later: then
O Transfer to State Records Center; hold _—_ .. ... .. year(s): then '

36t Destroy.
O Transfer to State Archives for parmanent retention.

0 Other (Specify) ‘

En AL . . B ——————

These instructions apply to all prior and future accumulations of the series.
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